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ACTIVATE AN INACTIVE ORGANIZATION 

1. Go to Inactive Supervisory Organization Related Actions  button 

2. Select Reorganization         Activate 

 

3. Click Submit and Done.  
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ADD RETIREE STATUS FOR WORKER 

1. Access the Add Retiree Status task, select the Terminated employee and click OK 

 

2. Specify an Effective Date at least one day after the termination date. 

3. Select a Reason and Retiree Organization. 

 

4. Click Submit and Done.  



HCM Add Retiree Status For Worker HR Practitioner 
  

 

Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 1 

 

ADD RETIREE STATUS FOR WORKER 

1. Access the Add Retiree Status task, select the Terminated employee and click OK 

 

2. Specify an Effective Date at least one day after the termination date. 

3. Select a Reason and Retiree Organization. 

 

4. Click Submit and Done.  
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ACCESS YOUR WORKER PROFILE PAGE 

Your Worker Profile page displays information about you, including your office location, phone number, and compensation. 

Note that the visibility of sensitive information is controlled by individual users’ security profiles.  

 

Note: All instructions in this job aid start from the Worker Profile page. To access your Worker Profile 

page, click your Profile icon, then View Profile. 

 

ADD CONTRACT FOR WORKER 

1. Click your Actions  button.  

2. Select Job Change > Add Contract 
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3. Select Worker, Contract Start Date and Position and Click OK 

 

4. Select the required fields 

 

5. Click Submit and Done. 
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AMEND OR COMPLETE THE I-9 FORM 

ACCESS YOUR PERSONAL PROFILE BY SELECTING THE  CLOUD ICON FROM YOUR HOME PAGE 

1. Hover over the action button to select Personal Data, complete I9 
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2. Complete all the required information 

3.  

4. Be sure you select Submit to move this process forward to HR Practitioner. 

 

Note: If you need assistance, you can download and read instructions

 

 

 



HCM Assign Collective Agreement HR Practitioner 
 

 

Your screens and processes may vary from this document. Confidential ©2020 Workday, Inc. 1 

 

 

Creates or Updates Collective Agreement for a Worker. The Collective Agreement includes Applicable Factors and Factor options.  

ASSIGN COLLECTIVE AGREEMENT 

To request compensation change: 

1. Search for assign collective agreement -task and enter the name of employee.  

 

2. Enter the name of the worker and position details will be populated automatically.  
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3. Enter Collective Agreement 

 

4. Click Submit. 

5. Click Done. 
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ACCESS YOUR WORKER PROFILE PAGE 

Your Worker Profile page displays information about you, including your office location, phone number, and compensation. 

Note that the visibility of sensitive information is controlled by individual users’ security profiles.  

 

Note: All instructions in this job aid start from the Worker Profile page. To access your Worker Profile page, 

click your Profile icon, then View Profile. 

 

ASSIGN COSTING ALLOCATION FOR A WORKER 

1. Click your Actions  button. 

2. Select Payroll>Assign Costing Allocation. Or Access the Assign Costing Allocation task. 
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3. Select Worker. If applicable, select a Position and an Earning.  

 

Note:  

Position: Applies the allocation instructions only to the selected position. 

Earning: Applies the allocation instructions only to the selected earning. You can select from all earnings or earnings associated with 

the worker (or position) compensation plans. When blank, the allocation instructions apply to all earnings for the worker or their position. 

 

 

4. If If an allocation exists, enter its End Date. 

5. Define a new costing allocation, either: 

a. Click Add. 

b. Select the Copy Costing Allocation check box. 

Workday displays new or copied allocations first but doesn't copy attachments. 

c. Enter the Start Date and optional End Date for the new allocation. Dates can't overlap past or future instructions. 

6. (Optional) Expand the Costing Allocation Attachments section to attach files. 
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7. Enter costing allocation details. 

a. To allocate 100% of the costing to the same worktag values, enter details in 1 row. 

b. To distribute the allocations, enter an additional row for each allocation split. 

c. Enter Cost Centre, Fund, and Additional Worktags. 

 

8. Click Submit and Done. 

 


